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Purpose

Use this procedure to update the federal and state tax exemption status of an employee.

Trigger

Perform this procedure when an update to the federal and state tax exemption status of an
employee is necessary.

Prerequisites

Employee hire action completed for employee.

Menu Path

Human Resources > Personnel Management - Administration > HR Master Data >
Maintain

Transaction Code

PA30
Helpful Hints
The Payroll Processor will use this procedure to maintain an employee’s tax exemption
information.
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Procedure

1. You have started the transaction using the menu path or transaction code.

Maintain HR Master Data

g, i ece -HE nnoan BAF QF
Maintain HR Master Data

2DAARZAZ ()
Finni by Name  Uncle San

= {0 Persan -1118
[ collective search help 001 | oa|

[l search term
[l Free search

Basic Personal Data -~ Payroll | Benefits | Time Recording | Addil. Person...

Infotype text | ’:I Period

Addiional Fayments @ Period
u Cost Distribution Fr. Tao
Bank Details ) Today O Currweek
_ExtemalElankTransfers 817 (1 Current month
| |Payroll Status () From curr.date () Lastweek
Residence Tax Area i Up to Today ' Last manth
\VWork Tax Area  Current Period ) current Year

Unemployment State

Direct selection
Infotype ‘Withholding Info YWaME LIS

@ Record changed [> | PA30 Pl | ssvaphraedei | INS

2. As required, complete/review the following fields:

Field Name R/O/C Description

Personnel no. R  |This is a unique identifying number assigned by HRMS for
identification purposes. This number will follow the employee
throughout his/her employment with the State of Washington.
This will replace the use of identifying employees by social
security number.

Example: 20000292

3. Click ﬂ (Enter) to validate the information.
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i Payrall

4, Click the l tab.

5. Click the gray box to the left of Withholding Info W4/W5 US.

6. Click W0 (Copy) to copy and continue.
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Change Withholding Info W4/W5 US

B ICEe@ SEE D000 EE @
Change Withhoiding info W4/W5 US

DEEERE ooz | s vrete s
-1119 E
< % Person -EEIEH .E'E'
MCDHBCﬁVB search help _01."01#2004 12/31/9999 09/26/2004 BRIAND

[l search term

Free search
H [Stalus

Tax authority FED Federal Tax level & Federal
Filing Status 81 Single

Allowances
Tax Exermnpt Indicator [1IRE mandates

Withholding adjustments

Addwithholding UsD
Default formula 1 PERCEMNTAGE M Alternative formula

W-5 filing status

EIC status

Cwerrides (from Infotype 0234)

From date End Date SUEE|EmEmS| met... (Tax override
- [Tt it

01/01/2004(12/31/9999 0. oo

K| N s e

[+ | PA3D P2 ssvaphraedei | INS

7. In the Start field, enter the new start date.

8.  Asrequired, complete/review the following fields:

Field Name R/O/C Description

Tax Exempt indicator R  |This allows the user to identify a tax type from which the
employee is exempt from paying.

Example: R

9. In the Exemptions group, click in the Tax Exempt Indicator field, click @ (Matchcode) to
open the selection list.
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Tax exemption indicator
Tax exemption indicator {13 4 Entries Found

AL E R Y

Tax Exempt Indica...[Short text |

Ay Exempt, not repartable

F Exempt, reportable

b Exempt, partly reportable
ot exermpt

4 Entries Found

10. Click to highlight the correct choice.

11.  Click ¥ (Copy) to accept.
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Change Withholding Info W4/W5 US

0 @@ SHE DDLDIBRER @
Change Withhoiding info W4/W5 US

BEE R R R 26806292
Find by 1118
< % Person -UEIEH
&) collective search help 01/01/2004 ]

[l search term

Free search
H [Stalus

Tax authority FED Federal Tax level & Federal
Filing Status 81 Single

Allowances
Tax Exermnpt Indicator Y@ [1IRE mandates

Withholding adjustments

Addwithholding UsD
Default formula 1 PERCEMNTAGE M Alternative formula

W-5 filing status

EIC status

Cwerrides (from Infotype 0234)

From date End Date SUEE|EmEmS| met... (Tax override
- [Tt it

01/01/2004(12/31/9999 0. oo

K| N s e
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12. Click ﬂ (Enter) to validate the information.

13. Click H (Save) to save.
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Display logs
Display logs
Ty.. | Message Text LTt
Oy |Exemption checkhox selected; end date should be changed to 200580214, @j
Oy | Tax exemption claimed; file \W-4 to agency

& Correcterrors () &y ®

@ Messages may vary depending on employee set up

14. Click (Continue) to continue.
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& Example Single EIC Status=1: W/H Status = Single

Change Withholding Info W4/W5 US

Find by

7 @3 Person
M Collective search help
M Search term
(i Free search

[JIRS mandates

oo .#—J'A\“ .
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& Example Married (Spouse not filing certificate) W-5 EIC Status=1: W/H Status =
Married

Change Withholding Info W4/W5 US

R EEE SR

Find by |
~ @ Person | .W
fH collective search help [01/01/2004
M Search term
(i Free search Status

Tax authority FED  Federal

Filing Status 82 Married

[JIRS mandates

Alternative formula
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& Example: Married (Both Spouses filing certificate) EIC Status = 2: W/H Status =
Married

Change Withholding Info W4/W5 US

Find by | 1556 _
~ @3 Person - .._Bﬂ
M Collective search help _B‘Hm .’2994 12/31/9999

M Search term
Free search e
L
Tax authority FED Tax level A Federal
Filing Status

Allowances
Tax Exempt Indicator []IRS mandates

Alternative formula

{12/31/9939

(D) Enter data for payroll past (rstroaciive accounting)

s Start e & M B [ Bwm
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Change Withholding Info W4/W5 US

=l e o RS : iﬂ

Find by

<7 @ Person atus;
{H} Collective search help 1/01/2004 | JOANNEG
M Search term Single or married, spouse not filing form W-5
M Free search Married, both spouses filing form W-5

Tax level A Federal

iy Start € 5 ™

EIC Status Values:

1- Use for single or married, spouse not filing form W-5. The system will pass the filing status
to calculate the correct EIC credit amount (Rate from Annual table, codes A or B,
depending on filing status). Use 01 for single; 06 Head of household; 02 married

Note: The EIC table has rates for (A) Single or Head of Household, (B) Married Without
Spouse Filing Certificate, and (C) Married With Both Spouses Filing Certificate

2- Use if married and both spouses are filing form W-5 (Rate from Annual table, code C): Use
02 Married filing status
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Maintain HR Master Data

g 00 Qe LHE DNLD PR QB
Maintain HR Master Data
Q2«0 a2

DIEERREE L
Find by Name ] uncle San
< @ Person 1118, el
[ Collective search help on|

[l search term
[ Free search

Feriod

Additional Payments ® Period

Cost Distribution Fr.

Bank Details O Today O currweek
External Bank Transfers 817 () Current month
Payroll Status ' From curr.date (Lastweak
Residence Tax Area O Up to Today ) Last month
Work Tax Area 0 Current Period () Current Year

Unemployment State [=]
[ O -

Direct selection
Infotype Wiithholding Info Wahys LIS

eRecurdchanged [+ | PA3D P2 ssvaphraedei | INS

15. While on the Payroll tab, click on the gray box to the left of Other Taxes US infotype text.

16. Click (Create) to create a new record.
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Subtypes for infotype "Other Taxes US"

Subtypes far infotype "Other Taxes LIS" (1) 4107 Entries Found
Resztrictions |
= ¥
A EI =
Auth  |Description |Tax Le... |
AS  American Samoa B [«]
AT Arizona B E|
CA  California B ]
CAO1 San Francisco D
co Colorado B
Co01 Denver D
Co02 Greenwood Yillage ]
CO03 Aurora D
04 Transit Construction Autharity F
CT Connecticut B
] District Of Columbia B
DE Delaware B
DEM  Wilmington ]
FED Federal A
FL Florida B
GA, Geargia B
Gl Guam B
HI Hawali B El
12 w3 B E|
4107 Entries Found
17. Double-click FED
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Create Other Taxes US

g 2iBD Qe LM DNoD PR QB
Create Other Taxes US

EEERBE Mame  Uncle San |
nrlr!nn

< % Person

MCOHective search help _01."01.*2004 1243179999

[l search term
[ Free search

Tax authority - Federal Tax level l Federal

18. Click [* to scroll the table to the right.

19. Click I:I under the exempt column that pertains to the desired tax description.

20. Click the (Matchcode) next to the cell selected in the previous step to open the selection

list.
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Tax exemption indicator
Tax exemption indicator {13 4 Entries Found

AL E R Y

Tax Exempt Indica...[Short text |

Ay Exempt, not repartable

F Exempt, reportable

b Exempt, partly reportable
ot exermpt

4 Entries Found

21. Click to highlight the correct choice.

22. Click % (Copy) to accept.
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Create Other Taxes US

@l = 2iB eae iR DN PR Q®E
Create Other Taxes US

FAEE IR E MNams  Uncle San |
|Wﬁ“—‘|nn
= % Persan 4|:|

MCOHective search help _01."01.*2004 1243179999

[l search term
[ Free search

Tax authority - Federal Tax level l Federal

23. Click ﬂ (Enter) to validate the information.

24. Click .i (Save) to save.
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Maintain HR Master Data
Q2«0 a2

DEERR O R ©
Find by MName  Uncle San
= % Persan -"HEI —ﬂ

[ Collective search help m BELS

[l search term
[ Free search

P e P e e e e
Payrall i [ L aaE

T . Y

Feriod
® Period

Fr. To
O Today O currweek
(a1 () Gurrent month
) From curr.date O Lastweek
) Up to Today ) Last month
) Current Period ) Current Year

Bank Details

External Bank Transfers
Payraoll Status

Residence Tax Area

Work Tax Area
Unemployment State
Withholding Info Wahys US
Add. Withh. Info. US

|

Direct selection
Infotype Other Taxes US

eRecurdcreated [+ | PA3D P2 ssvaphraedei | INS

@ The system displays the message, “Record created”

25. Click the gray box to the left of the Other Taxes US infotype text.

26. Click (Create) to create a new record.
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Subtypes for infotype "Other Taxes US" (1) 4107 Entries Found

Subtypes far infotype "Other Taxes LIS" (1) 4107 Entries Found
Resztrictions |
= ¥
¢ B |H| B 820
Auth  |Description |Tax Le... |
PCDP Fairview D [«]
PCDG Faitview D [«]
PCDR Thomhurst D [
FCDE Avondale D
PR Fuerto Rico B
Rl Rhode Island B
sC South Caraling B
=] South Dakota B
T Tennessee B
TH Texas B
TH01  Texarkana, Texas D
T Iitah B
WA Wirginia B
W LS virgin Islands B
WT Yarmont B
Wid  Washington B
Uil Wiisconsin B
W West Virginia B @
W Wyarming B E|
4107 Entries Found

27. Click to highlight the correct choice of (WA) Washington.

28. Click ¥ (Copy) to accept.
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< % Person
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[l search term
[ Free search

Tax authority - Witashington Tax level l State

29. Click[* to scroll the table to the right.

30. Click I:I under the exempt column that pertains to the desired tax description.

31. Click the (Matchcode) next to the cell selected in the previous step to open the selection

list.
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Tax exemption indicator
Tax exemption indicator {13 4 Entries Found

AL E R Y

Tax Exempt Indica...[Short text |

Ay Exempt, not repartable

F Exempt, reportable

b Exempt, partly reportable
ot exermpt

4 Entries Found

32. Click to highlight the correct choice.

33. Click % (Copy) to accept.
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Create Other Taxes US

@l = 2iB eae iR DN PR Q®E
Create Other Taxes US

BEE R R R 26806292
Find by 1118
< % Person -UEIEH
&) collective search help 01/01/2004 ]

[l search term

[ Free search Tantype exceptions

Tax authority Wi Washington Tax level B State

Other Taxes
. T_%T - Tg«t
EnPLOYER UNEMPL

EMPLOYER ACCIDE
EMPLOYER MEDICA
EMPLOYER SUPPLE
EE SUPPLEMEMNTAL
EMPLOYEE MEDICA

[> | PA30 Pl | ssvaphraedei | INS 7

34. Click ﬂ (Enter) to validate the information.

35. Click H (Save) to save.

@ The system displays the message, "Record created.”

36. You have completed this transaction.

Result
You have updated the tax exemption status of an employee.

Comments
None
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